
  

 

 

 

Records Disposition Schedule 1 

This schedule covers the disposition of the records of the United States Courts of Appeals, 

including the Court of Appeals for the Federal Circuit, Court of Customs and Patent 

Appeals, Temporary Emergency Court of Appeals, circuit judicial councils, and circuit 

judicial conferences. 

This schedule has been established by the Judicial Conference of the United States and is 

mandatory. It applies to all existing records of these courts, councils, and conferences, 

except the personal files of judges. 

It does not supersede any provision of law requiring the retention of a document or record 

for a specified period. To the extent that the retention period specified in this schedule may 

vary from any statutory provision, the longer period of retention, whether in the statute or in 

the schedule, shall apply. Records of historical value are designated "Permanent" in this 

schedule. 

The National Archives and Records Administration (NARA) will review all records 

previously transferred to determine which of those records have historical value and should 

be retained permanently. NARA will obtain the approval of the courts prior to the disposal of 

records previously transferred which are no longer considered to have value. 

Records Disposition Schedule 1 

Type of Record Disposition 

A. CASE RECORDS. 

(1) Case index. Permanent. 

(2) Docket sheets. Permanent. 

(3) Briefs and appendices. Permanent. 

(4) Case files, mandate, opinions, and 

dispositive orders. 

Permanent. 
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Records Disposition Schedule 1 

Type of Record Disposition 

(5) Case correspondence files and 

miscellaneous correspondence relating to 

attorneys, calendar, filing of papers and 

other administrative matters of the case, if 

maintained outside the case file. 

Dispose 2 years after containing 

transmittals case closing. 

(6) Minutes of the court, journals, or 

order books, if any. 

Permanent. 

B. CASE-ASSOCIATED RECORDS. 

(1) Calendars. Dispose of 1 year after calendar period 

unless otherwise needed. 

(2) Attorney admission records. 

a. Roles of attorneys admitted to practice. Disposal Not Authorized. 

b. Records relative to disciplinary actions. Disposal Not Authorized. 

c. Other records, including applications 

and certificates. 

Dispose when 5 years old. 

(3) Staff attorney records relating to 

cases. 

Dispose as directed by the court. Do not 

transfer to a FRC. 

C. ADMINISTRATIVE RECORDS. 

(1) Judicial Council of the Circuit. 

a. Minutes, final reports, and other 

documents related to council action. 

Permanent. 

b. All other council records. Dispose when 5 years old. 

(2) Judicial Conference of the Circuit. 

a. Formal actions and minutes, if any. Disposal Not Authorized. 

b. All other council records. Dispose when 5 years old. 
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Records Disposition Schedule 1 

Type of Record Disposition 

(3) Judicial assignments and 

designations to and from the courts of 

appeals (28 U.S.C. § 295). 

Disposal Not Authorized. 

(4) Personnel. 

a. Leave slips. Dispose when 1 year old. 

b. Leave charts and records. Dispose 3 years after date of record. 

c. W orking files for court personnel. Dispose 1 year after separation of 

employee. 

(5) Financial records (including travel 

vouchers). 

Dispose 6 years 3 months after the date of 

final transaction. 

(6) Personal property records, including 

documents relating to acquisition and 

disposition of personal property. 

Dispose 7 years after the date of the final 

transaction. 

(7) Records Transmittal and Receipt 

(SF 135). 

Maintain at the court for 50 years. Do not 

transfer to a FRC. 

(8) General correspondence files, 

including all other administrative records. 

Dispose 5 years after close of 

correspondence. 

(9) Records of Special Counsel 

Appointed by a Court of Appeals 

(28 U.S.C. § 593). 

Permanent. 

(10) Noncommercial, Reimbursable 

Travel Files 

See General Records Schedule 9, part 3. 

Court personnel should also consult the General Records Schedule (GRS) for the 

appropriate disposition periods for administrative records. 

Note: The Archivist of the United States retains the authority to accession as part of the 

National Archives of the United States any records having historical or other value upon the 

44 U.S.C. chapter 21. See: expiration of the retention period specified in this schedule. 
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http://www.law.cornell.edu/uscode/28/295.html
http://www.law.cornell.edu/uscode/28/593.html
http://www4.law.cornell.edu/uscode/html/uscode44/usc_sup_01_44_10_21.html

